
Your Library Records 

Your Library Records allows you to check your 
record and request or renew items.  Have your library 
barcode number and PIN handy. 
 
Click on the Your Library Records tab 
• Type your barcode number (no spaces).  Be sure to 

include the last figure, which may be a digit, a 
letter, or a symbol such as #, %, - or Z. 

• Type your PIN (usually the last four digits of your 
home phone number). 
Click on Login or h• it <Enter> 

 
Available information and services include 
• List of items checked out (Items Out) 
• Renew items checked out (Items Out) 
• Fines or blocks on your account (Blocks) 
• Items requested (Hold Requests) 
• Account overview (Profile) 
 
View or Renew What’s Checked Out to You 
• Click on Items Out 
• A list of all items out displays along with their due 

dates 
• Put checkmark(s) in the box(es) next to the title(s) 

you wish to renew 
Click on the Renew•  button 
Note:•   Items with hold requests will not be 
renewed 

 
Changed Your Mind?  Delete a Request  
• Click on Hold Requests 
• Put a checkmark in the box next to each title for 

which you want to cancel your request 
Click on Cancel Request button • 

 
Find Out about Your Account Status 

Blocks• Click on  to see a list of all charges on your 
library account 

Going on Vacation?  Suspend a Request 
• Click on Hold Requests 
• Put a checkmark in the box next to the item(s) you 

want to change 
• Change the date that you want to suspend until by 

using the drop down boxes  
• Click on Change Status.  The status column will 

then read “suspended” 
• Important!  The date you suspend until will not be 

displayed, only the expiration date of your request.  
If you have forgotten the date, you can make the 
request active again and then suspend again to a 
date of your choosing. 

 
It is important that you LOG OUT after viewing your 
record.  If your name appears at the upper right of the 
screen, your record is active.  To log out, click on the 
red X.  
 
 
 
 
 
 
 
 
 
 
 
 
 

Lynchburg Public Library 
455-6300 

Reference – 455-6310 
Youth Services – 455-6320 

 
Downtown Branch Library 

900 Church Street 
Lynchburg, VA 24504 

455-3820 
 

www.lynchburgva.gov/publiclibrary 

Lynchburg Public Library 
2315 Memorial Ave. 
Lynchburg, VA 24501 
455-6310  

 
 

FIND BOOKS, MOVIES AND 
MORE 

 
BY USING THE 

 
LIBRARY CATALOG 

 
ON THE WEB 

 
 

www.lynchburgva.gov/publiclibrary 
 
 

Use the library catalog to 
 

• Find books, movies, and more in the 
Lynchburg Public Library, Downtown 
Branch, Jones Memorial Library, and 
Amherst County Libraries 

• See where items are located and whether 
they are available 

• Find out when checked out items are due 
• Request an item 
• Check your account to see what items 

you have checked out 
• Renew items that you have checked out 
• Suspend requests for items while you are 

on vacation 
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http://www.amerigo.nl/ads/computer.html


Basic Searching 
 

 
 
How to find Books, Movies and more… 
 
• Search for an item by using title, author, subject, or 

series  
• Search by title, subject, or series keywords.  If, for 

example, you know that the title contains the word 
“heartbeat,” you can enter that in the Title 
Keyword box and retrieve all the books that have 
“heartbeat” in the title.  

• For Author Browse, type in last name, first name – 
Grisham John 

• For Title Browse or Series Browse searches, omit 
the beginning article (a, an, the). 

• Choose only one search on this screen.  Searching 
by title and author will not work. 

 
Sort or Limit Your List  
 

 
The Sort function is at the upper right section of the 
search results and at the bottom of the first page.  You 
can sort by 
 
• Publication Date – useful if you need to find an 

author’s newest work or the newest books on a 
certain subject 
Title • 

• Author 
• Media – this will list books first, then CDs and 

audiobooks, and DVDs and videos last 
 

The Limit function is at the upper right section of the 
search results and at the bottom of the first page.  You 
can limit your search to 
 
• Either branch of the Lynchburg Public Library, the 

Jones Memorial Library, or either branch of  the 
Amherst County Public Library 

• Media type – Videos and DVDs, Audio Books, 
Musical Sound Recordings, Text in Print 

 
Detailed Information for Each Book, 
Movie, Music CD… 
 
• Author, title, subjects, series, publishing and 

edition information 
• Call number, check in/out status 
• Request print and audio items to be held for you.  

No holds are permitted on videotapes or DVDs.  
 
 
How to Find the Item in the 
Library 

 
• Scroll down to the Copy/Holding Information bar 

to see whether the item is checked in. 
• Location tells you which library has the item. 
•  tells you in Collection which area of the library the 

item may be found. 
Status•  tells you whether the item is checked in or 
out or is being held for someone.  If the item is 
checked out, the due date is given in the next 
column. 
Call No.•  is the location of a specific item in a 
collection.  The call number for works of fiction is 
the author’s last name; non-fiction works have a 
numerical call number such as 641.5636 Ka. 

 

Requesting Items 
 
 
 
 
 
Your PIN is usually the last four digits of your 
home phone number, unless you have changed it 

TO REQUEST AN ITEM YOU WILL 
NEED YOUR LIBRARY CARD 

NUMBER AND PIN 

 
• Search for an item. 
• Click on the title of the item in your search results 

to see detailed information 
• Check the status.  If the item is checked out or you 

are searching from home, you may request it. 
• Click on the Request Any Copy of this Title button 

ABOVE the Copy/Holding Information bar. 
 
 IMPORTANT! 

 
Do not select Request Only this Volume next to 
each item in the list UNLESS you want a specific 
copy (e.g. Fodors 2005 or a specific magazine 
issue). 

 
 
 
 
 
 
• Type your library barcode number (no spaces).  Be 

sure to include the last figure, which may be a 
digit, a letter, or a symbol such as #, %, - or  Z. 

• Enter your PIN 
• Click Login or hit <Enter> 
• Be certain that the pickup location is the one you 

want  
• Click on Request to confirm. 
 

Protect Your Privacy – Logout! 
 
Don’t forget to click on Logout and Return to end the 
searching session that contains your account 
information!  If your name appears at the top right 
corner of the screen, you are still logged in. 
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